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CITY OF LAKE ELSINORE ONLINE
CITIZEN SELF-SERVICE PORTAL USER GUIDE

APPLYING FOR BUILDING AND FIRE PERMITS

OVERVIEW

This guide will walk you through the simple steps necessary to submit applications for Building, or Fire
permits on the CSS Portal.

Once you have obtained an online account, you can login to the portal and select the application
type you'd like to submit for.

Welcome to the City of Lake Elsinore's Self Service Portal

© o o

Login or Register Information & User Guides Pay Invoice

Login or register for a new account User guides and site navigation help Wiew & pay invoices

Building & Fire Permits Engineering Permits Planning Applications

Apply for Building & Fire Permits Apply for Engineering Permits Submit Planning Applications

BUILDING & FIRE PERMITS

You will need to complete an application form from the Online Building page before you submit
your online application. Once you complete this form, you will need to either print it or save it as a
PDF file on your computer. You will need to attach the application form, along with any other
required plans or documents during the online submittal process.
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Click anywhere on the Building & Fire Permits tile to jump to the Online Building page.

This page provides you with a link to a self-fillable, online form that you will need to complete and
then save to your computer.

Caruirae -« Onling Sorvicac - Citmen Colf Sor Drrta
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QNLINE BUILDING

Font Size 2 Share & Bookmark [+]Feedback ¢ Print

Online Building Permits

Welcome to the Building Department's Online Application Page Before you submit your application, you'll need to
w the requirements for the permit type and fill out and electrenically sign the application form

Once you have completed the application, you will need to either save or print it as a PDF file.

You can complete the application f::-

You'll need to attach the application along with your plans and any other required documents when you submit your
application on the CSS Portal.

You can submit your application here

APPLY NOW

Click on the “HERE” link, circled above to launch the application form.
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Fill in all of the relevant information from the Building Permit Worksheet and Affidavit and then type
your name at the bottom to electronically sign the form.

CiTy OF Aﬁ Building Permit Worksheet and Affidavit

LH l'(_l_. @ LS l HDIKI:- Applicant Name:____

‘5¥i DREAM EXTREME Street Num. & Name:

Parcel Number: ] ] ] Lot Number:
Tract Number: Block/Page:
Occupancy Group/Division: HA Construction Type: na

Electrical, Plumbing and Mechanical Worksheet

Flese fill out all relevant rows below. Incomplete or inaccurate information will delay the processing of your application and may result in additional fees.

Electrical Plumbing Mechanical
Item aty Units | item Gty | Units | item aty Units
New Hesidential BMulti Family Sq.Ft. | Water Service v FA U Furnace/DuctsVents Fur.
New Residential Sngle Family Sg. Ft. | Bulding Sewer v FA U Furnace/Misc > 100000 Fur.
Switches SW. Private Septic System Foor Furnace/Vent Wents
Receptacks Outlet Dol Hain Water System per Orain Gys. Uit HeaterfwWall Heater Hitrs.
Lighting Fixtures Fixt. Gas Piping System OuthetsStubs OS5t InstallRedocate)Replace Vet Wents
Poes. Fined Sppliance Outhets Dol Dishravashers Driwa. Ventilating Fan Fars
Non-Res. Appliance Outlets Dl Grease Trap J Interceptar Trps. Evaporatiee Coaler Cirs,
100 - 200 Amp Service < G0V Linits install, Ater or Repair System Sys. ‘Wentilating System Sys.
200 - 1000 Amp Service < G000V LUnits Lawwn Sprinider System . Exhaust Hood)/'Commerdal Hood Hids.
Misc. Apparatus, Conduits, Etc. LUnits Backflow Device Smaller than 2 Dev. Fireplace Firpl.
Signs Signs Backflow Device Larger than 2° D Commercial Incinerators Incin.
Sign Branch Circuit Cir. Floor Drains Drres. Aar Handler > 10000 CFM Hdlr.
Busways / EA 100 FT Busw. | Floor Sink Sinks Aar Handler < 10000 CFM Hdlr.
Termparary Power Service L Fodture ar Trap Fix/Tr Fare Dampers Dmp
Termp. Power Dist. Systems Fales Altesr or Repair Drain or Vent Dir vt Regicters Rep.
Motors [ Transformers Oty Umits Fire Sprinid ers per Building Spark Repairfalter M. HVAL
Motars) Transformers 1-10 HP Kit/Tr | Swimming Pool Compressor or Heatpump
Motars/ Transformers 10-50 HP Mt/Tr | Swimming Poal Type 5 Compresr fHeatpump Ton or HP
Motars/Transfrms. 50-100 HF Wit Tr | |
Motars/ Transformers >100 HP METr | |

Owner/Contractor Declarations

Licensing Statements (Mark One)

D | am licensed under the provisions of Business and Professional code Section 7000 et seq. and my license is in full force.
D I, as owner of the property, or my employee w/wages as their sole compensation will do the work and the structure is

not intended or offered for sale.

|, as owner of the property, am exclusively contracting with licensed contractors to construct the project.

Workers Compensation Insurance Statements (Mark One)

D I have a certificate of consent to self-insure or a certificate of Wiorkers Compensation Insurance or a certified copy

thereof.

I:‘ | shall not employ any person in amy manner so as to become subject to Workers Compensation Laws in the performance
of the work for which this permit is issued.

| hereby certify that | have read this affidavit and state that the above information is correct. | agree to comply with all City of Lake
Elsinore and Riverside County crdinances and California State Laws relating to building construction, and hereby authorize
representatives of the City of Lake Elsinore to enter upon the above-mentionaed property for inspection purposes.

Tk i 1 3

O .70 T 3 . Dl Temer|

Signature of Applicant [Or Type Full Name) Date
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Once you have completed and saved the application form, return to the Online Building page and
click on the Apply Now button to launch the CSS Portal Application Assistant.

ONLINE BUILDING

Font Size =] Share & Bookmark  [+]Feedback ¢& Print

Online Building Permits
Welcome to the Building Department’s Online Application Page Before you submit your application, you'll need to
iewr the requirements for the permit type and fill out and electronically sign the application form

Once you have completed the application, you will need to either save or print it as a PDF file.
You can complete the application form HERE

You'll need to attach the application along with your plans and any other required documents when you submit your
application on the CS5 Portal.

You can submit your application here

APPLY NOW

From the Application Assistant screen on the CSS Portal, you will be able to apply for any permit
type available.

You can search for any application type by entering the name in the search bar across the top of
your screen. Below the search bar, there are choices to view all application types, those that are
“Trending” (used most frequently on the CSS Portal), Permits or Plans. Clicking on those choices will
selectively filter the available types, based on your choice.
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M_ sood Morning, Guest«
LAKE 6LSINQP\E CITIZEN SELF SERVICE PORTAL

A} 7
a2 DREAM EXTREME
b

Home Help@®

Application Assistant

Search for application names and keywords n
A Al L2 Trending B PERMITS H PLANS
> Show Categories
RESIDENTIAL SOLAR
Category Name: Description:
BUILDING NEW OR MODIFICATION TO EXISTING PHOTCVOLTAIC SYSTEM
BLOCK WALL
Category Name: Description:
BUILDING CMUWALL NOMN RETAINING

FIRE SPRINKLER - RESIDENTIAL INSPECTION

0

Category Name: Description:

FIRE CONSTRUCTION FIRESPRINKLER - RESIDENTIAL INSPECTION

ENCROACHMENT
Category Mame: Description:

ENGINEERING PLAN CHECK APPLICATION. PROCESS BY WHICH PLANS FOR CONSTRUCTION AND OTHER ACTIVITY (EX_

DRIVEWAYS, CURB CORES, POT HOLING, SEWER LATERALS) IN OR ACROSS CITY PROPERTY (EX. STREET,
SIDEWALK]) IS REVIEWED AND PERMITTED FOR INSPECTION

You can also click on the “Show Categories” link to view each of the application types with a greater
degree of specificity.

& Al

< Hide Categories

= All
= PERMITS &)

BUILDING E)
ENGIMEERING EE)

FIRE CONSTRUCTION €%9
LAKE USE

+ PLANS £
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Once you have found the application type you wish to submit for, click the “Apply” button to the
right of the window.

Application Assistant

RESIDENTIAL SOLAR B

_ l* Trending ae My History § PERMITS A PLANS

» Show Categories Show My Templates
RESIDENTIAL SOLAR
Category Mame: Description:

BUILDING NEW COR MODIFICATION TO EXISTING PHOTOWVOLTAIC SYSTEM

The first step of the application process is to provide a location. TIP* be sure to pay attention to the
notes that appear on the different screens as you are applying. They provide information you need
to observe during that section of your application.

Click on the “Add Location” tile.

Apply for Permit - RESIDENTIAL SOLAR "REQUIRED

Locations

LOCATIONS
If you are searching from within an application, click on the "Add Location” plus sign and the city map will appear. You can use your mouse scroll button to zoom in 2nd out,
as well 25 drag the map around by clicking and holding withyour left mouse button.

You can either enter an address or parcel number in the search field and any matching results will appear. If your location does not appear, then it may not be in the city. In
that case, call (951) 674-3124 and ask staff to confirm your location is within the city’s jurisdiction.

Once your location 2ppears on the map, click the “Add button from the parcel information screen to add that location to your application. You can 2dd as many locations to
your application as vou need by repeating these same steps.

Add
Location

-+

REQUIRED

Create Template Save Draft m
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Once you click on the “Add Location” tile, a map of the City will appear along with a search tool.

Add Address As = Location ¥ 4Back to Application

SEARCH

You can zoom in or out of the map using the wheel on your mouse or by clicking on the plus or
minus signs in the lower-right corner of the window.

NOTE* you can only submit applications for locations that are within the city limits. This map shows
the boundaries for the city. If you zoom in to your location and notice it is not within these
boundaries, please stop the application process and call city hall at (951) 674-3124 to confirm with
city staff.

Property located within the city limits will be shaded with a color and display points within each
parcel to identify the parcel as being in the city limits.
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In the following image, you can clearly see where the city limit ends on Skylark Dr. Parcels within
the city limits on the left and right-hand side of that street are shaded in red & blue and have parcel
identifiers in each parcel. The parcels outside of the city limits are not shaded and do not have
parcel identifiers inside each parcel.

NOTE* the different shaded areas on the map refer to the various approved zoning requirements for
those areas.

You can also find a location by searching for address or parcel number from the search bar.

Add Address As | Location ¥

w | 2931 X |

29310 PINMELL 5T
29310 ALLSTAR
29310 CENTERFIELD
29310 CHAMPION

29310 SASSAFRAS

29310 LINKS

As you begin typing, address or parcel matches will appear on the list.
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When you select the address/parcel you want to use, the map will zoom to that parcel and display
the parcel owner information. Click on the “Add” plus sign to add that location to your application.

= | 29311 DUGCOUT DR

29311 DUGOUT DR 29311 DUGOUT DR

Parcel: 371310021 Parcel: 371310021
Crvmer: WOODS Chner: WOODS

The CSS Portal will show you the attached location and provide you with the opportunity to add

another location, if necessary. If you don’t need to add another location, click the next button at
the bottom of the screen.

NOTE* you can save your application at any time during the application process by clicking on the
Save Draft button at the bottom of the screen. Saved drafts can be accessed from your account
screen later when you wish to continue with the application.

Step two of the application process asks you to confirm the application type and to enter any
required information or descriptions of your work. Each application type may require unique
information from the applicant. The Description field is where you should enter any relevant
application details.

NOTE* fields marked with a red asterisk are required and must be populated before you can
proceed.
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Apply for Permit - RESIDENTIAL SOLAR “REQUIRED

Locations Type

PERMIT DETAILS

Please enter a thorough description of your application with as much detail as possible in the Description field.

Any required fields as denoted with 2 red asterisk {*) must be completed befare you can move forward with your submission.

* Permit Type RESIDENTIAL SOLAR v
* Description
-
Square Feet
* Valuation

Create Template Save Draft m

Step three provides you with the chance to attach any other contacts, such as Architects,
Contractors or Developers to the application. By default, you —the applicant — will be attached as

the Applicant.

Apply for Permit - RESIDENTIAL SOLAR *REQUIRED

Locations Type Contacts

CONTACTS

By default, the Applicant's contact information will be added to the application. You can add additional contacts, such as Architects, Contractors and Owmers by clicking

the “Add Contact” plus sign and choosing the type of contact from the “Add Contact As® drop down list.

APPLICANT

5 3

Matt Woods (You)

MWOODSTESTCO. I

29311 DUGOUT DR, LAKE
ELSINCRE, CA, 92530

Contact

Create Template Save Draft m
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You can move through step four by clicking next to get to step five, where you attach any required
forms or plans to your application.

Apply for Permit - RESIDENTIAL SOLAR "REQUIRED

Locations Type Contacts More Info Attachments

Attachments

If your 2pplication requires attachments, you can add them easily by dragging and dropping to the appropriate attachment type. Or, you czn click on the “Add Attachment
Plus 5ign" and browse to the location on your computer to select the zppropriate file type.

“fou can add s many files as necessary, but if a file type is required, you must include that type before you can proceed with your submission.

COMPLETED COMPLETED SIGNED

BUILDING PERMIT BUILDING PLANS CALCULATIONS
Add Attachment

Add Attachment Add Attachment Add Attachment

+ + + +

) . . ) . ) . . Supported: pdf, jpg. png. jpeg. oif,

Supported: pdf, jpg. prg. jpeg. gif, Supported: pdf, jpg. png. jpeg. oif, Supported: pdf, jpg. png. jpeg. if, 1iff, doc, docx, xis, xsx, text, dwg,

1iff, doc, docx, xls, xlsx, text, dwg. 1iff, doc, docx, xls, xisx, text, dwg. 1iff, doc, docx, xis, sk text, dwg. zip, cav, rtf, dief, dw, dwfx
2ip, cav, rtf, df, dwf, dhwx 2ip, osv, rtf, dhf, dw, dwix zip, cev, rtf, def, dwf, dhwfx

Create Template Save Draft m

You must attach the required items to your application before you proceed to step six. Required
items are clearly defined from the attachment screen. In order to attach the records, you can either
click on the required item and “Browse” to the file location on your computer, or you can drag the
file from your computer and drop it on the appropriate required file type.

Once you have attached the required documents, click next to proceed to the next step, where you
can electronically sign your application.
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Apply for Permit - RESIDENTIAL SOLAR "REQUIRED

Locations Type Comtacts More Info Attachments Signature

SIGNATURE

| CERTIFY THAT | AM AUTHORIZED TO SUBMIT THIS APPLICATION OM BEHALF OF ALL CONCERNED PARTIES AND UNDERSTAMD FEESWILL BE CHARGED FOR
THE COMPLETION OF THIS APPLICATION. | FURTHER UNDERSTAND THAT NOWORKWILLBEGIN OM MY APPLICATION UNTIL ALL ASSESSED APPLICATION

FEES HAWVE BEEN PAID.
* Please type your name as consent to electronically sign this application. Mindy Woods
Enable Type Signature . | Mindy ',‘.'Ugdd

Matt Woods

March, 31 2020

_ Windy Woads

Create Template Save Draft m

If you are applying from a computer, you’ll need to first type your name in the upper consent field.
Then click the button that enables you to type your signature and then type your name in the
adjacent box. As you type, your name will be “signed”, below. Click next to proceed to the final

step.

The final step provides you with an overview of your application with an estimate of what your fees
for you application may be.

NOTE* the fees estimated may change once your application has been reviewed by staff. This
estimate is provided as an initial good faith estimate only.
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Apply for Permit - RESIDENTIAL SOLAR

Locations

Location

Parcel Humber

Basic Info

Type
Drescription
Square Feet
‘Waluation

Agplied Date

Comtacts

APPLICAMT

Estirmated Fees

PERMIT IZ5UAMNCE FEE - SOLAR

PLAM CHECH - SOLAR

PLAM RETEMTION - SOLAR [RESIDENTIAL!
PROFESSIONAL DEVELOPMENT FEE -50LAR
SEISMIC - RESDENTLAL

SOLAR PERMIT FEE - RESIDENTIAL

Totalk 5479.99

More info

Morsconds iodispley

Attachments

COMPLETED BUILDING PERMIT
APPLICATION

COMPLETED BUILDING PLANS
SIGMED CALCULATIONS

e

3311 DUGOUT DR, LAKE ELSINORE

271310021

RESIDENTIAL SOLAR

Residendizl phatoeolizic system

17000
033172020

Matt Woads:
MMWDDDSTEST OO
3311 DUGOUT DR DR, LAKE ELSINORE, CA,, 32530

The falloving is 2 fer estimabe snd totals sre subject to change. Additional fees may spofs.

MISC ARPARATLS, COMNDUITS & COMDUCTORS - SOLAR

1425
33000
F12335
]
31000
5271

325100

OS5 POATAL REGISTRATION GUIDE pdf

Temeods Registration how ta.pdf

CAP Chant Customizations (003 pdf

o

Foaviaw and Sumi

*REQUIRED
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Once your application has been submitted, it will be assigned an application number, which you can
use to track your application through the completion process.

+ Your permit application was submitted successfully. No fees are due at this time; we will review your application, and we will be in touch with you shortly.

Permit Number: BLDG-2020-00530

Permit Details | Tab Elements | Main Menu
Type:  RESIDENTIALSOLAR Status:  SUBMITTED - ONLINE Project Name:
@ Locations Fees Reviews Inspections Attachments Contacts Sub-Records Holds Meetings More Info
Progress Workflow Available Actions

$0.00

View Details

As your application is being processed, you’ll see the progress bar change to reflect where your
application is in the overall completeness.

Progress Workflow

‘ 17% O BUILDING PLAN CHECK

@ Completed
In Progress ) SOLARINSPECTION -

Mot Started

Your application can now be viewed by logging into the CSS Portal and clicking on the Dashboard
menu item. From there, you can see the status of all of your applications, inspections and invoices.

You can call City CSS Portal support staff with any questions you have concerning the registration
or use of the CSS Portal site. That number is (951) 674-3124 x 321
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